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ADMINISTRATION 1975-1976

Office of the President

Barbara Knowles Debs Ph.D., Acting President
Elizabeth Porter, B.A. , Administrative Assistant

to the Acting President
Janet Fuller, B.A., Secretary to the Acting President
Elizabeth O'Connor, R:S.C.J., M.A., Archivist
Eleanor Carr, R.S.C.J., Ph.D., Curator

`Office of the Vice President for Academic Affairs

Raymond J. Langley, Ph.D., Vice President for Academic Affairs, Dean
of Special Programs, and Director of Summer Sessions

Mary P. Thompson, Administrative Assistant to the
Vice President for Academic Affairs and'
Assistant Director of Summer Sessions

Marlene Fisher, Ph.D., Dean of Faculty
Mary Blish, R.S.C.J., Ph.D., Dean for Studies

Deborah Correale, B.A., Assistant to the Dean for
Studies

Marjorie Kivell, B.A., Advisor to Continuing Students
Margaret J. Conway, R.S.C.J., M.A., Registrar

Beatrice Bashi, Assistant Registrar
Mary'O'Connell, B.A. , Associate Dean of Continuing

Education
Barbara Van Riper, B.A. , Assistant to the .

Associate Dean of Continuing Education
Catherine T. Tashjean, B.S. in L.S., Director of the Library
Cora Brady, R S.C.J., Ph.D., Director, Master of Arts.

Pro ram Ito January 1, 1976)
Toni laalenberg, M.A. , Director, Master of Arts Program

(after January 1, 1976)
Gordon Bruno, Eci.D., Chairman of the Department and

Director of Programs in Education
Mary T. Clark, R.S.C.J., Ph.D., Graduate Studies

Advisor
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/Office of the Vice President Tor S udent DeveloPment

Henry C. Moses, PhD., Vice President for Student Development
Maureen Mooney, M.S., Assistant for Student Development

'Mary Lee Thompson, Ph.D., Coordinator of Faculty Campus Life Protects
Jean Bautz, R.S.C.J., M.A., Director of Career Planning

and Field Work
Anne Sturges, R.S.C.J., M.A., Director of Student Employment
Alice J, Burns, B.A., Director of Residences .

William H. Husted, B.A., Assistant Director of Residences
Jane MacDonald, B.A., Assistant Director of Residences

Joel Daunic, B.A., Director of Athletics
Barbara Cope, M ,A., Director of Financial Aid.
George Brand, Ph.D., Director of Campus Ministry
Anthony Howarth, M.A., Director of Drama
Marcia Warrington, M.S., Director of Higher Education Opportunity

o ram
ophine Lamb, M.S,W., Assistant Director of Higher

Education Opportunity Program .

Deborah Ewell, B.A. , Academic-Tutor Coordinator
Lewis Beckenstein, Ph.D., Counselor
Alan Crew, M.A,, Counselor
Betty Reiser, M.S.W., Counselor
Margaret Hayes, R.S.C.J., MD. , Consultt Psychiatrist
Edward A. Clerkin, M.D., College Physician
Martha Webb, 'M.D., College Phician
Mary Brett, R. N Head Nurse

.".

Office of the Dean of Admissions

Frank Winch; I.1, B,S,B,A., Dean of Admissions
Robert H. Jones, M.Ed. , Associate Dean of Admissions

Marlene M Smith, B.A. , Assistant Dean of Admissions
Margaret Halleron) B.A., Assistant to the Dean of

Admissions for a lumni-Admissions Program

Office of the Vice Prolident for Business Finance and Plannin

Norman Steinteld, M B.A.., Tr surer and Vice President for Business,
Finance and Planning
Frederick A Bauer, s,A. , Business Manager

joc LaPorte, dministrator. for Management and Operation
of rant

Marie Deg arco, Supervisor of Housekeeping and
,Ustodial Services

7
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Frank Porco, Director of Food Services
Louis Ricca, Assistant Director of Food Services

Leonard Fusillo, Supervisor of Security.
Chester W. Allenchey, B.B.A., Accounting Manager
Rita Kelk, B.A., Director of Personnel

I
Office of the Vice Presi t for College Relations

John L. Cole, Vice President for College Relations
Karen P. Stanmyre, Administrative Assistant to the

Vice President for Collfte Relations
Missy Egan Diefenbach, Director of Alumni Affairs
Sally J. Rogers, M.A.T., Director of Alumni Giving
Frank B. Chumley, M:S., Director of Foundation and Corporate

Support
Mary Van Schassen, Director of Publications
Mary Matson Kelly, B.A., Public Relations Coordinator

.Robert Ringer, B.A., Assistant Pdblic Relations
, Coordinator

Pearl. Copel and, B.A., Coordinator of Special Projects

gr

3



1975-76 Elected Faculty Committees

Note: Student representatives electecl in fall-.

Academic Policy Committee
Sister Cora Eirady '78 Humanities

Richard Kohler
Anthony LaMagra
Daniel. Murtaugh, Ch.
Shirley Samuels.
Kwan Ha Yim

Board on Academic Standards
*Mary Lee Thompson
*Ruth MurdOch
Sheila Morehou'se
Catherine Myers (Sab.Sp.)
Roger Willson

Admissions Committee
Myrna Klotzkin
Anthony Piccolo.
Edward Ryan

Budget Committee
Ruth Alscher
John Ross
Roy Van Til

'77 Science & Math
76 Fine Arts
'76 Mod. Lang. & Lit
'77 At Large

''78 Social Sci. & History

'76 At Large
'77 Humanities & Fine Arts
'77 Science' & Math
'76 Modern Lang. & Lit.
'77 Soc. Sci. & History

'77
'76
'78

'76
'77
'78

I

Students
Julie Wilson, M.A.
Nancy LOvelace, M.A.Alt.
Elizabeth Spaulding '76
Mary Mulrean '77
Mary Burns '78

Chris Ford
Nancy Gordon, M.A.
Jill Sawyer, Alt., M.A.-

Steering Committee: Chairpersons of Admissions Committee, Academic Policy
(:onrnittee, Faculty Review Committee, Faculty Status Committee and Library
Committee (to be elocteci in fall); Peter Gruen, member-at-large. Jean Ford,
Kovin McDermott, M.A., Ruth Smithers, Alt., M.A.

Committee on Faculty Statu
Mar land h Sh(q.
Leon Kushner
Mary Newton
John O'Hara
Jane Shapiro

'78 (will be replaced)
'76
'78
'77
'76

FadiAlty Review Committee
Sistel Elronor Cart '78
Martha Chomiak t '78

nde Rod in ,'76
Gerard Thormann '77
Lou 3 71.1 i s '76

c

9
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Douglas Brettler

Peter Frenc.
Charlotte Foulk, Alt., M.A.



Faculty Service Committee
Sister Carroll

o

Anne Funalso
Jacqueline Sareil

Library Committee
Sister Eleanor Carr, Ch,
Sister Mary Clark
*Anita Lauer
Donna Nickerson
Robert O'Clair
Claude Roquin

College Judiciary:
Brooks Colburn

Mary Lee Thompson

'76..
'78
'77

'76
'78
'76
'78
'77
'77

Joint Committee on Academic Conduct
Sister Je McGowan
Mr. Hary Stahl
Mr. E. Dela anty

Secretary to the Faculty
Phyllis Langley

Students

Ruth Ann Finn
Mrs. Letcle, Staff step.

Barbara Bliss, M.A.

Jim Monahan,
John Campbell
Chris Clark
Mike Davis
LennylRingold

Danny Weiss

Appointed Committees
Pre-Medical Committee: Richard Kohler, Mary Kirby, Ruth Alscher, Sheila Morehouse,
Mary Newton.
Lecture. Committee: Robert O'Clair, Brooks Colburn, Mary Matson Kelly.

Task Force on College Life co-chairpersons: George Brand, Bettey Reiser.

Sub-Committees

Code of Conduct
Dan Callahan
Brooks Colburn
Zelda King
Jane MacDonald
Hank Moses
Betty Reiser
**Hope Taylor

Academic Life
George Brand
Dan Callahan
Sister Carr
Brooks Colburn
Sister McGowan
Robert O'Clair
**Gerard Thormann

Rocidential Life
George Brand
**Alan brew
Joel Daunic
Hank Moses
Elizabeth Nealon
Miriam Papanek
John Radice
Betty Reiser
Marlene Smith
Hope Taylor

Appointed. Election for this position will take place at the next annual election, at
which time a nominee shall be elected to fill out the unexpired term.

** Group Coordinator 5
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ART

DEPARTMENTS
1975-1976 '

Mathew Broner, Chr.
John Ross
Louis Trakis

Alice Gordy, p.t.
Phoebe Heiman, p.t.
Scott Hyde, p.t.
SeanKernan, p.t.
Vincent Moore,.p.t.
baOid November, p.t.
`Ralph Weiss, p.t.

ART HISTORY

Miry Lee Thompson, Chr.
Barbara Debs
Sister Eleanor Carr
Harvey Stahl

Ruth McNamara Driscoll, p.t. (fall)
Laura Kaufman, p.t. (spr.)

BIOLOGY

Ruth Alscher, Chr.
Thomas Kelly
Mary Newton
Maria Wo lsky (sabb.)

Iris Mastrangelo, p.t-. (fall)
John Moyle, put. (spr.)
Elizabeth Norton", p.t.
Richard Staples, p. t. (spr:)

CHEMISTRY
1.

Myrna Klotzkin, Chrn
Sheila Morehouse
Dattci Naik
John Pav los (sabb year)

1Joy Choung, p.t.
Am'adlo 1)'Adeirno, p.t.

CLASSICS

Petrr,Gruen 6-

ECONOMICS

Seamus O'Cleireacain,
gib. Edward Ryan

Roy Van Til.

EDUCATION

Gordon Bruno, Chr.
Margplline Barron
Rae Clark
Irma Greene
Georgia Rave
Shirley Samuels
Sister Miriam Schumann

Paul Czaja, p.t. (fall)
Nanette boernberg, p.k. (spr.)
Harry Dunne, p.t: (spr.) 0
Sidney Fagan, p.t. (spr.)
Steven Frantz, p.t. (fall)
Carole CArrity, p.t. (fall)
Shgrwin Glassner, p.t.
Ruth Gottesman, p. t.
James Haskins, p.t.
William jassey, p. t.
Ph-'6ebe Lazarus, p.t.
VictOi-Leviatin, p.t.
Ara Mantarian, p.t.
Stephen Mattis, p.t. (fall)
Franklin Myers, .p. t.
Marcia Norton, p.t.
Edith Oppman, p.t. (fall)
Betty Osman, p.t. \(fall)
Anne Schaefer, p.t: (spr.)
Lydia Soifer, p.t. (spr.)
Toni T'halenberg, p.t.

Extension
Martin Felson
Hannah Flegenheimer
Jerilyn Podob
Ruby Puryear
Helen Weiss
Martin Weiss

Field Advisors
Henriette Blinder
Anne Ehrenfeld
Ellen Goodman



Jr '

(

EDUCATION - Field Advisors Continued

Geraldine Halligan
Irma Levine
Maura Livingston
Deborah Selzer

ENGLISH 4
Catherine Myers, Chr. (sabb - s
Marlene Fisher
Daniel Murtau4h
Robert O'Clair
Sister Eileen O'Gorman
Anthony Piccolo
'Nancy, Tompkins

glo

Robert Phelps, p.t. (spr.)

FRENCH.

Claude Roquin, Chr.
Ruth Murdoch
Jacqueline Sareil

Sister Aimee Bourneuf, p. t.

GERMAN-
,

Sy lva Brunner

HISTORY

ITALIAN

I

r

James Bonar, Chr.
Martha Chomiak
09,vard Thorrnann (sabb spr )
Dora Weiner
.Roger Willson

Anne Funaro

tv ATH' 1411 cS

phr. .
Davis

ArnoldKolti.pn
a

fr.

4,

MATHgMATICS'Conti(ued

Gerard Kiernan
I

Stephen Boies, p.t.

MUSIC

G.

Anthony LaMagra, Chr. (sabb - spr)
Arthur Daniels
Leon Kushner 0
Nancy Rf,ich
Neil Waltzer

(
Francis Brancaleone, p.t.
Sister Catherine Carroll, p.,t.
Marie Cvbone, p:t.
Pearl Chrtok,
Joseph Greco, p.t.
Car1,1,1,34, p.t.
William Harms, p.t.
Edgar frillier, p.t.
Harold 'Jones, p.t.
Roland Kohloff, p.t:
Elliot Maga;iner, p.t.
Robert Mpntesi,.p.t.
Eugene 'SabO, p.t.
Alan Singer(, p.t.
I rederick Snyder, p.t.
Stanley Sonntag, p.t.
Anthony Sophos, p.t.
Sofia Steffan, p.t.
Louis ,Stein, p.t.
Lois Wann,.
Ge-wrid Wea le , p.t.

Sister May Clark, Chr.
J- Brooks- oolburn
Raymond Langley

PHYSICS
ail

yi George Yodge.lewbki, Chr.

,i2.

Richard Kohler.
r

POLITICAL SCIFN(;17.,

Kwak ifa Yirn,
ii-owaid liyman



POLITICAL SCIENCE Continued

Pierre Lux-Wurm (sabb - spr.)
Harold Quinley
Jane `Shapiro

George Brang, p.t.

PSYCHOLOGY

(
* Everett Delahanty, Chr.

Juanita Allen
Roc.he le Brief .
John K irthans ,/
John O'Hara
Miriam Papan,k ,,, .

1

I

John Gould, p, t.

),.._

Gi'lVasserman, p.t.
He len Ws on, p . t. .

RELIGION

is ter ile4t- McGowan, Chr.
Sister Cora Brady.

Sister Adele Fiske, p.t.
Albert Sadler

RUSSIAN

Katherine AlefE.,,ieff C
Irene Boboshko

--'SOCIOLOGY

Lohn Murray y Car,
James Roth -
Chri stine Dr,Mer sr-

SPANISH

Marta de la Portilla, Chr.
7-.Wi Ilia m Segreda'

Catherine TashTeari, Director
Stefania Koren.
Phyllis LaLyley
Anita Lauer
Ddnna Nickerson
Sister.Elizabeth O'Connor

13

HUMANITIES AND PROFESSIONS

Albert Gaynoi, p.t. (fall)
C.E. Wilson, p.t. (fall)
Raphael Scobey, p.t. (spr.)

INTERDISCIPLINARY PROGRAM
COMMITTEES

American Studies:. James Sonar ,
Coordinator; Sistey Eleanoi Carr
Anthony Piccolo.

Asian Studies: $r." Madjleine
Coordinator; Marlene Fisher, i
Sr. Adele Fiske, 'Kwan Ha Yim.

Classical Studies Committee:
Peter Gruen, Coordinator;
Sr. Adele Fiske, Mary Lee'.
Thompson}.

Medieval ,p rip Renaissance
Studies; H-errivey Stahl',
Coordinator; Mary Clark_ ,
Dora Weiner.

Russian Area Studies:- Katherine
Alexeieff, Coordinator: Irene
Bobdshko, Martha Chomiak,
Jane Shapiro.

P.



1975 .r.7 1976

PRECEPTORS GENERAL ADVISOR DEPARTMENTAL CHAIR-
,

ADVISOR PERSON

ART

ART HISTORY Sr. Carr

ASIAN STUDIES

BIOLOGY

CHEMISTRY

CLASSICS
.

ECONOMICS

S.Morehous

Roy Van Ti4

411.
EDUCATION S.Samuels

FRENCH

GERMAN

HISTORY
.

ITALIAN

D.Murtaugh
A.Piccolo
N.Tompkins

Dora Weiner

M. Broiler M. Braner .M.Broner
J. Ros

Mary L.Thompson Harvey Stahl

Mary Newton

Peter Gruen

Edward Ryan

S. Samuels

C.Myers
Sr.O'Gorman
SA 1311,sh
HM Moses

R. Murdoch
J.Sarefl
C,Raquin

M.L.-
Thompson

Sr. 'Chi

Ruth Alscher' R .Alscher

Myrna Klotzkin M .Klotzkin

Peter Grue P.Gr7en

Edward Ry n Seamus
O'Cleire/
cain

Gordon Bruno G .Brun

C.Myers C. Myers/
Sr. O'Gorman

R.Murdoch C.Roquin

Sylva Brunner Sylva Brunner

J. Bonar James Bonar J.Bonar-
G.Thormann

Anne Funaro Aline Fuaro A.Funaro

S.Brunner

9
V
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MATHEMATICS

MUSIC

PHILOSOPHY

PHYSICS

POLITICAL
SCIENCE

PSYCHOLOGY

RELIGION

RUSSIAN

SOCIOLOGY

SPANISH

September, 1975

PRECEPTORS

Gerard Kiernan

oks ColbUrn

II

KWan Ha Yim
op'

Miriam Papanek
Rochelle Brief

Sr. Jean McGowan

Katherine Alexeieff

GENERAL ADVISORS DEPARTMENTAL CHAIR
ADVISOR PERSON

Mary Kirby

Leon Kushner

Sr: Mary Clark

*Richard Kohler

George Brand
Jane Shapiro
John Kleinhans

Mary Kirby

Ka therinci Alexeieff
Irene B oshko

- 10

A

Anthony LaMagra
Leon Kushner

Sr. Mary Clark

Mary Kirby

A. LaMagra/
Nancy Reich

.

Sr.Mary
Clark

George Modzelewski G.- Modze-44
Richard Kohler lewski

Kwan Yim

Everett Dela ha nty
Miriam Papanek
John O'Hara

Sr. jean McGowan

K. Alexeieff .

John Murray

Ms.de la Portillp

AA

I-

Kwan pia Yim
I.

Sr. J.
McGowan

K. Alexeieff

j . Murra y

M.de la
Portilla
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Art Hi1.tory Aspects f American Art

PRECEPTORIA S 1975-76

/ ,Che istry Origins' of Life

Eci ornics

cation

Economic Problems and Academic Life

Crucial Issues in Education

Sister Eleanor Carr-

Sheila Morehouse

Roy an Til

Shrley Sa rnuels.

E glish 4,
(Reading PoetrV Daniel Witte ugh
*ntemporary American Writers 'Anthony Piccolo
Modern Prose Fiction' Nancy Tompkins

History

Ma the ma tics

Philosophy

Political Science 'Pol s and GovernMent -.'",Kwan Ha Yim

Ps ychol Confro ation: Psychology and
Pro ns of Today Miriam Papane

Thought and Communication Rochelle Brief

Whgt is History and Why Study It.?

Scientific Perspective on the World

Art of 'thinking and Writing

Dora Weiner

Gerard Kiernan
';\.

Brooks Colbur , .

Religion The Faith of Israel Sister Jean, McGowan,

Russian Rise of theARussian Hero Katherine' Alexeieff

Sociology Sociology and the Problems of Poverty Christine Delvlers

16



FALL

September 2-4

September 3
September 5

September 6
September 7
September 8
September 8-17

September 15-146
.September 10
September 12
September 19
September 24

'October 1-
Octobem 8
October lip
October 18
October 22
October 24'

October 27-28
October 29
October 29.
November 5
November 10-11
November 12
November 19
November 26-30
December 1
December 1-3
December 3
December 10
December 12
Dec,e,mber 15

December -16-20
December 21

January 2-3

CALENDAR

1975-1976

Final eour e registratiori for graduate,
partrtime ndergraduate and nondegree

-) students:
Facult eetin
Colleg= Registration for Freghglen
and Tr sfers
Orient. tion
College Registration for Upperclassmen
Classes begin
Advising and-grdl course registrati n '
for full -time undergraduates; d dl e,
Septerqber 17
Speciall Advising Days
Convocation
Portfolios due' for September review
L st day for Change of course registration
De a .! ent Chair ersons Meetin
De art ent Meetin
Faculty Meeting
A1\-UP M etin

-.ite Record Exam
merit-Chair ersons Meetin

Final Registration for second,
half- emester
No cl sses
Seco d half semester courses begin
Pepait lent Meetings
Fa ui Meeting_
Sp dvising Days
AAUP Meeting,
Department Meetings
Thanksgiving vacation
Classes resume
Preregistration for limited
Faculty Meeting
AAUP Meeting
Portfolios due last day of cla'sses
Study day; January Graduates
Senior Evaluation due .
Examination period, Residence HallS close at noo ;

ehri strrta-pyacation begins
Fall grades due.-

spring/courses

kegularWednesday Meetingsunderlinedb 1:30 West Room, Reid Hall for Pacity Meetings,
AAUP, and DelDartMent Chairpersons MeTtings. Faculty Comatittees self-schAdule meetirigs.

12
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A

SPRING,
I

January 19-21

January 26-February 2

/ .
January 28
February 2-3
February 4
February 6

February 11.
Februarsy 18
Febi-uary 25
March 3
March 10
March 12

March 13
March 22

March 24
March 29-30
March 31

Nip 'April 2
April 7
April 10'

April 14
April 15

April 16

61

April 26-28
April 2,8
May 5
May 7
May 10
May 11-15
May 15
May 20
May 22
May 23 , noon

Regular Wednesday Meetings underlined: 1:30 West Room, Reid Hail for Faculty Meetings,
AAUP, and Department Chairper.s.ons Meetings. Faculty Committees self-schedul meeting-s.

CAENDAR

1975-1976

Final course registration for graduate,
part-time undergraduate and
nondegree students
Classes begin - AdviSing and final
course registration for full-time
undergraduates; Deadline February 3
Depart ment Meetings
Special Advising Days
Faculty Meeting
Lastay for change of .course registra-
tion
Department; Chairpersons Meeting
AAUP Meeting
Department Meetings

rFacurty Mheting
AAUP Meeting.
Final revaftitration f'or second half-.
semester
Spring.Vacation begins
Classes resume - second half-semester
courses begin
Department Chairpersons Meeting
Special. Advising Days
Department Meetings
Senior Evalu'ation work due
Faculty Mcetin9
ReSeivatio7i due for 1976-77,
time undergraduates
AAUP Meeting
Senior Evaluation grades due
no classes
Preregistration for limited fall
Department M_ eetings
Faculty Meetin_g
Portfolios duo last
Study Day
Examination period
Senicir Grades due:
Spr'ing Grades duo
Commencoment
Reid Hal! (.uses at

4.

full-

coyrses

day of classes



GENERAL INFORMATION

-BENEFITS FOR FACULTY

Retirement Annuity

Every full-time member of the Faculty.is eligible to participate in the.
Teachers' Insurance and Annuity Prograrn (TIAA) after one year of\full-
time'appointment at the (Faculty members who have carried
TIAA in another institution prior to joining the Manhattanwille Faculty
may continue to participate at the time ofi taking up their. appointments
at the College.) \The College contributes to the plan a sum equal to
7 1/2% of the regular annual salary of each participant: The individual
Faculty member contributes S% which may be tax-deferred. Additional
and supplemental contributions may be arranged with the possibility
of tax-deferpal inaccordance with formulas established by law.

Medical- Insurance

Blue Cross Blue 5hic--)Id c
AO

1 u17. -time members of The Faculty are invited to join the Blue Cross-
Blue Shield. Manha ttanville grOup .Participantt beartfie cost of
this ,

-
lyleijor Mc.!clical

o

Ma JO; modical insurarw, to ti maximum of $.25000 in recoverable
ox pen 13 e i available to 01.1 full-time Members of the Faculty and
t r upon 17 mpl?yrilt'!ht:,vith the College. The major
eo...z,t of Om: Lrisurc. p61(1 by t_hr College.

I ri:;-ura nce_

Th'Culloge b,.ar:; the o,,t (.)t providing each full-time member
of rho Fa:7ulty with lit,: in!--zur0ncei policy in an amount established
dcrord rig to th, loilowr pioclrtirn:

19
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Age at Nearest Birthday Coverage

20 through 39 $40,000
40 through 44 30,000

,45 through 49 20,000
50 through 54 15,000
55 through 59 10,000
60 through 64 7;500
65 and over 2,500

Long-Term Disability Income

The College bears the most of providing every full7time member of the
Faculty with a program of long -term disability insurance which provides
monthly benefits equal to 50% of the basic monthly salary beginning
six months after the date of total disability up to the sixty-fifth birthday.
Plan benefits for any period of disability/are reduced by any Social
Security Mild Workmen's Compensation benefits to which the individual

Home Financing

The Board of stee's as esta lished a. fund from which full -time members
bf the Faculty, a two years f full-time service with the College, may
be assisted in the purchase o. a home. With the President's approval, the
Faculty member may file an application with the Treasurer. At present, such
mortgages are limited to a maximum of $10, 000 or one-third of the purchase
price of the home, rhichever is less.

Waiver of Tuition

'Tuition for courses offered by the College in its regular Fall, Spring and
Summer sessions held on campus is waived far full-time members of the
Faculty Land members of their immediate family, which includes spouse and
children only. Requostsfot waiver should be made.to the Personnel
Offic:o; when pos:iibj.e, :;tich requests should be made two months before
the beginning of each :3orne.;ter Tuition waiver is reduded by the amount
of any award or scholarAlip from any source. It is'n requirement for all
entering students eligible for tuition waiver that they apply for those
government programs to which they are entitled by law (New York State
Tuition Aid Plan, Baru.- Opportunity Grant, etc.)

15



Moving Expenses

The College may contribute up to one-half of the cost. This of course
depends on geographic distance, entering rank, and budgetary limitations.

Faculty Travel and Research Grants

nts are administered by the Faculty Service Committee. Applications
made on requisition forms and supportive statements provided where
essary. These are submitted to the Office of the Vice President for

Ac:clemic Affairs. For travel purposes, grants are allocated in the
follCilwing priority: to those presenting papers, to those representing the
Cc1 lege for recruitment, etc., and to those in general .attendance at

ssion-al meetings,

ti



FACULTY RESPONSIBILITIES

Members of the faculty are requested to read ca,-fully t -section on
the Registrar's Office and to abide by the proc:.ures and Schedules
there explained. It is essential that deadlin F dates be hon fed for
the effective fulctioning of the College and or fairness to a 1 students

11,8concerned. It iPalso important for facult to be familiar wit the
. details given in the Advising Manual. (I the College Handbo k)

Faculty Absence

In case of emergency, such as illn
unable to meet their classes must
soon as possible, and also their
arrangements can be made to c

,.Registrar's Office for any rea
President for Academic Affai
and Continuing Edubation
cooperative for notificati
faculty are asked to co
establish.

ss, faculty members who are
notify the Registrar's Office as

department chairperson so that
ver the)class. If unable to reach the

on, faculty should notify the Vice
s' office directly. Commuter students

tudents in a class may form a telephone_
n in case of change of class session, and

erate in arrangements which students

Classes are cancell d foiNother reasons only with the approval of
the Vice President for Academic Affairs, and the Registrar should
then be notified. Alternate plans for class sessions must be approved.
itLy the Vice President for Academic Affairs, and faculty are obligated
io see that_students are notified of these arrangements well in advance.

It is not the province of the Faculty Secretary toeisist in cancellations
or alternate plans for class sessions.

Office Hours

Members of the Faculty are expected to notify the Faculty Secretary concern-,
ing weekly 'office hours. 711,2se are made available for students and admini-
strative offices at the beginning of each semester. Faculty are expected to
adhere to the schedule postod, changes in schedule are to be submitted
promptly to-the Faculty Secretary.

Special Advisirlq Days

Special. Advising Days are scheduled for September 15, 16; November 10, 1/1;

February 2, 1; and March 29. 30. To allow additional regularly scheduled
days before registration deadline and toward the end of each sertfester
for all advisees to mocit their advisors.

17 -



Class Attendance

Several years ago the Fact:- adopted the following statement concerning
class attendance:

Education is a:,...00pe..arive process in which both Faculty and students
share a fesponsibi,,ty, Absence may affect students' achievement .

differently in different courses; students are therefore advised to,
seek the guidance of individual instructors in this matter.
Instructors are asked to clarify at the first class meeting what
they expect of students and to be eatecially careful to hold
classes as scheduled on the days preceding and following holidays,
and vacations Sitid,_.nts are not to be penalized for class
abs+2ncc if e.:.(a-ninations and papers requested are satisfactorily
presented. But ot'c--!n it 1:3 the weaker student who is absent
mos,: fr'equently EV; , i!ct t should be made to assist this
student in coming up to the standard of the class.

It has been suggested that. Faculty invite smokers and non-
smokers to it in different areas of the clarsroom to avoid
discomfort to non smokers.

Grades Due

Faculty arc rIkponsible for submitting grades on the dates est lished by
the RegistrarJonuary 2 .97 6 May 15, 1976, for sen-iors, a d May 20, 197- .

The work of the Board on Academic Standards requires that anscripts. be
prepared promptly at the rind of each semester.

(:oure Evaluation

Tho I,act.ltty :;tatur, r:ornY, that in the ni th week of fhe erm,
(acuity ,..1hLitifiiire OIL: Stant:A. (:orrirnittee course eve ation dues ion aires
to be out in .:.our cooperation is als asked wh student
repro sr ntrativc s 1:evhiti course evaluation at the en .of e semester.

(;urricular r)J

Manhattnviiit.: riow p,(.111 annualiy ca C rricular Gu/de far on-campus
by .;tucltilt.' (IHH 111,'I , Eclrh facu ty member/es as ed for a

detailed (I, :cription (); each of HIS Or ho courses, ynclu ing all perti-
nent intorn1ution about wo. doac. , etc. See/the rrent Guid6
provided for iocir,ty 1You .ooper ti,o in su itti g this material
0-, accurately (I., ()II r he (.1( to be ann unc.d will be appreciated.
'rhe 1.).epartment ; (OF, )6risible fo havi g all course descriptions
for the Guid !-, wet', ti, l'o 13ulleti , in e hands of the Registrar at
(hit clntc . t icy her IH I,



Biok Orders

Requisitions (forms available in Faculty Secretary's office) should be sub-
mitted by December ,1 for the spring s&ester, by May 1,for the fall semester,
and by April 1 for the summer sessions. (see page 30 for further information
about the B.00kforum.)

Disposition of Examinations, Term Papers, Senior Essays and Portfolios

Faculty are asked to hold blue books for at least twelve months after
final examination in case a student should wish to review an examination
with the faculty member or request it for the portfolio. (The Registrar's
Office no longer holds blue books.)

Term papers s uld be returned dir ctlY to students and not left outside
office doors Students are encouraged to submit their papers with return
addressed, tamped envelopes.

Senior essays of honors quality should be kept in departmental files
(master's essays. in the MA office).. All others should be returned to
students. (The Library no loner holds senior essays.)

Portfolios are kept in the Advising Office. Portfolios of students who
.

graduate are the property of the student and should be picked up arli
taken at the tirnl-Of graduation. Portfolios not picked Within siii
months are destroyed.

4
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CULT'! SERVICES AND :NrORMATION

Faculty Dues

iTh..:. Faculty Servict, Committee serves and represents the eneral faculty
by providing for: r--wspapc- in the Faculty Lounge, gratui ies twice yearly
to the staff in tho l'aculty Dining Roomi, especial gifts and cards, and
arrangements for the Coll.;go Christmas 'party. Faculty dues are approximately
$6.00 for full -time Tiomb,/, and $2 .0;0 f& part-time.

Faculty Loungt.

.Cofif,e and tee, iod thc.Faculty Lou4ge, Reid Hall, from 9:00 a.m.
o 3:30 p.m. on w,44,,..ia*s, and the newspaper and other reading material

87e vd Lir) bio t, U sf.! of the Lounge is restricted to members of
ti-fl faculty and othe p-f sons invited to membership and special guests
with the r,i-cept.1 Op of s s . Special arrangements for the use of the
Fatfulty 1,ounge mado with the Faculty Service Committee,

Student-Faculty Louago
`t

. Room 112 in Brown: or ;los been furnished as a lounge to fac/ tate informal
oocontact-botwn iat-1410S and students. Vending machines ar located there.

FacWty, Room

The Faculty Dining ftc,hm .-t -or :; lunch from 12:00 noon to 2 :00 p.m. on
ail wookdays ;luting II,,. i,t!, and spiting semesters when eithe classes
or t.xorcinati.on; w( h,.ing fir. el" Like the Faculty Lounge, it s sponsored
by thr rouity St ; 'lc rio,n,,,utic! and open to members and their guests
watt thi. ,:.«!!) 1 1 ()11 r:I The!,:rt.: 'The paintings on loan in the Faculty
Unit. -) Room (1,.%,' ?"i,)-

,
w;., '.. (i..i tit,. Studio Art Department Faculty.

NI! lionmo Ho. toss in the Faculty Dining Room, extension
271: (..)1 d r d ,w-nty2four hours should-be *von -if a group. wishesi
two toblf'.:, put .,otpt Larger groups.shoulebe tatken' to l'he

Rcuyivi; tj( be made with Mr. Fri,nk Porco, ex-
482, if :-.),,:'1(!1:,,!.!;;!t" necded. The ru-ncheon slip of a guest

h., tment should be signed by a fatuity member
in his,o.wii nom,, mcnt rr)guisitioneci from the Busines-s Office
dq,i1r1:it

dr
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Charges for luticheon are as. eilows: . , 6 .
.

Sherry' 0 P s'.56....

choice of §andwich (includes :.----7
appetizer, desseit' and.beverdge)4 105,
Cold Salad Plate (includes appe,tizer 4,

dessert andl,bey,..age) 1.35
Hot Entree (ilicld.es appetizer, salaq, la
Rolls and butter, dessert and beverag.4 1.85 ...

. , ...
. c . .

Monthly bills (payable on presentation) ate sent to individuals,- not'
departments, through the College Food Servide... .

A

Meals pn Campus
,

.

In addition to the Faculty ining,Room, facul y may purchase meals in
the Students' Dini m, in the Snack Bar-in 'Fciunder'.s4nd in t
Kennedy Builadeng. is in the Students' Dining Room' ay be purcha d

4 individyally in the Di ing Room 6r Ineal:tfckets in book ten in the
Bursar'd Office; these tickets are non-refundable. If a memller of the
faoulty is entertaining a guest of the Colle-ge or is reguir9d to remain
on campus in the evening by College business, he may obtain meal' tickets
frcIrn the Vice President fdr,Academic Aff rs. A fasulty member whose class
id regularly scheduled for the evening islftot entitled to theseipckets.

N

Overnight

In case of emergency, off! a, of tiTe Director
over'night accornodations for a in dest fee to
rhrtrld c ill Alice, But ns at Exton ion 495 or ;leave

Academic Dress

r

'Residences can offer
members. Faculty

-4..rtiessage at Spellman
,

ise

Academic Dress is worn at Commencement and at Con7c ."5"cati.On in September.
Faculty wishing t`o rr gowns are. asked to make' their own arrangements
with thin Faculty ,4cr(qary who can supply order cards.,

College Identifidation Cords

Returning faculty membi rs will receive updating stickers to be placed on
their identification cards, Now faculty memlY,rs will' receive temporary
identification circle. Permanent .,cards will be sent to new faculty .

members upon application to Mr . fohn Kahka, who will take the necessary'
photographs.

y.

ry

cr,

4



Faculty Salaries

Faculty salaries are paid over a tweilve-month period. Checks are dis-
,,tributed by iampus mail on the 25th of the month beginning September
for the coming academic year. Letters of appointment are tSsued by
the President for'full-tirne faculty by FebruarrY first and latein the ,

spring for part-time' faculty, -

Checks

Faculty may cash checks up to $50 the Bursebr'S office from 9:00 -
12:.00 and 1:frO p, m-. 3:30,7-pm, Monday through Friday upon preSentation.

"of'identificatiOri, Closed Holidays. There is a,:standard ten -cent
service charge,

Bulletin Boards , .
--c-

, - - . , .< 3 .- - 4 ,

The Lincoln Room bulletin boards 'carry all".n6tice.s froMthe.Re istrar,,. class`
notices, and official College announcements. Faculey,felloWship and grant..
opportunities are posted in the f /Lounge. ..

Mail

.Faculty ha-Ve,boXes in Brownson Wing for bn-campuss mail; in additidh
they have- mailboxes in the College Tbst Office located in the Benziger
'Building, Out-going mail should have the sender's ,name in the top
left-hand corner of the envelope. Such mail, as well as ca+npus mail,

t-tt' may be left in the box. -at... the main door of Brownson, the mail tray out-
', side Room 11, Brownson. Wing; in Reid Hall, or at the Post Office.

Messages

Theke'.iS an alphabetized message box at the reception desk in Reid Hall
.Faculty are 'asked to check re.gularly for messages. In addition, messages
may,also be placed in faculty boxes in Brown-Son Wing..

Telephones

The Manhatta.nvilie Dirc.c...totv lists all offices a-nd extensions, as well as
home telephones for faculty, staff, and administrators. Students'''. ''
camPus numbers are also given.

)

To place a business call off campus, a faclilty member should identify him-
self-to the College operat.or who will dial the number'. Full records of all
out-going calls are kept as a check on`billing.

For personal calls, pay t,,'!1.,:lohones are located in each building.

a
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Lost and Found
.

Items found may be placed,in the closet in Brownson next to Room 104.
Valuables should be given to the Registrar's Office.

'Parking on Campus

A form for car registration will be sent to new faculty members who shmild
return it to the Business Office,

Faculty are asked to park in the spade behind Brownson, in the lot north
of the Cottage, in the lot south of the Music Building, or in the lot
between Spellman and Purchase Street,.

Faculty are asked not to park in front Of Reid Hall and the Library,
or immediately behind Reid, since these few spaces pre/reserved
for visitors,.

The numker of pedestrians on campus necessitates a general speed limit
of 15 miles per hour. The cooperation of all is asked to secure safety
and convenience.,

Bus 'Service

A bus runs4rom the front gate to STONY PurchaSe and White Plain5 hourly.'
A detailed schedule will be posted in the beginning of the academic year.

Electricity - -Hazards and Economics

If you are the last person to leaveany room, please check to see that
the lights are.off and that any appliances are also turned off, Only those
applicances installed by the College may be used in any building.
regulations and the terms of our insurance coverage do not permit the
use ofary other appliances. A

4
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ILINFORMATION FOR DEPARTMENT CHAIR RSONS

Section III of the Faculty By -laws defines instructional departments, .their
responsibilities, officers arid meetings; the College Calendar (pp. 12-13)
lists dates set for departmental meetings for 1975-76, as well as dates
for meetings of Department Chairpersons,

Curriculum

Department Chairpersons are responsible for coordinating the scheduling of
the curriculum according to the dates set by the Registrar's Office. The
Chairperson submits the proposed schedule to the Registrar in early February
and dispufses any changes proposed' by, her in light of the total schedule.
The Chairperson is then responkible for submitting later in February on the
date specified by the Registrar the final schedUle along with course
descriptions for the Curricular Guide and Bulletin on the forms provided.

Any schedule changes occasioned by new faculty appointments later in the
spring must be communicaied directly to the Registrar.

Faculty Recruitment

Each department keeys active files of candidates for teaching positions.
Staffing needs should be anticipated well in advance and discussed fully
with the Vice President for Academic Affairs.

The Vice President for iniademic Affairs receives directly'many inquiries .

for teaching positions, After acknowledging inquiries., this office sends
vitae directly to the Department Chairpersons for their files, The
acknowledgement in most cases states that the candidate may only expect
to hear from the Depa-trncrit Chairperson there is an appropriate opening:

Budget

Chairpersons are respons,ible for their department budget, They receive in
July a letter detailing the budget for the coming year, along with appro-
priate account numbers to be used on all requisitioner -4

Ai hiring of stude,nt assistant is .cleared through Sister Sturges. Enter-
ta lent expenses are requisik,ioned througlthe Vice President for
A6aclemIc Affairs' Office, Films are ordered through Mr, Kan) (see
page 29) .

Chairpersons of Departments with -separate adcounts requisition supplies
enses, and equipment directly through the purchasing department.

,',iirpersons 'whose departmental expenses are covered through the
.
Centralized Instructional Budget requisition supplies, expenses; and
tluipment through the Vice President for Academic Affairs' Office.

).
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OFFICE OF THE REGISTRAR

Detailed explanations of registration procedures, the Portfolio system,
as well as evaluation procedures, are carried in the.Adviqprs' Manual
in the College. Handbook. All faculty are urged to familiarize them-
selves with this `material.

Schedule

Changes in class 1.4ur or room for the cur
meeting, are to be trade through the Reg,i,trar's Office
will be an accurate=-record of space utilizjation ari the
filling requests fortroom reservations.

I a class is cancel]. for,any reason, the ,Registrar's Office should be
notified. (See at cOriy Absence page 17.) Official notices of
cancellations, c anger of room or hour, etc. are posted in the Lincoln
Room by the R- strar.I'Commuting students in a course may wish to
set up a grape vine's/stem of notifying one another if a class meeting
has been ca elled. ;Faculty are asked to cooperate with_ these students.

ni semester, even for one
so that there
possibility of

Any necessary change in the published schedule of classes for the
next semester should be given to the Registrar by the Department
Cha irperson .

The College resrv:ys the right to withdraw any course .which is under
regis'tered or forNdhich the instructor proves to be unavailable.. Instructors
or departments may limit enrollment in some courses; if the enrollment
in any course is too'large, students majoring in the field of study may be
given preference at the discretion of the instructor.

Syllabi

Instructors are required to prepare labus for each course taught. The
Faculty Secretary will arrange prepare copies for distribution to
students and will file three °pies. Faculty preparing their own syllabi
should give three copie' thp Faculty Secretary. This syllabus should
be" used to outline for st uclent,s at the first meeting of each course. the
prerequisites for admission and the overall plan of work, bearing in mind
the da,te when final grade,s are due in ehe Registrar's .Office.

3 ,
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Class Lists
f

Course registration fc)- fu:.7. -time undergraduates takes place during-'the
firsfull week of each semester. Tentative clasS lists shouldibe kept
by the instructor during this week; forms for this are available in the
Registrar's Office, After final.registration the official class list will
be sent to the instructor; it should be carefully checked and -the
Registrar ,notified at 55-nce of any disscrepancy. Unless an instructor
receives official nolltication, no name should be dropped frorrithe
list, At the end the'Amester, ioll,books will be sent to each
instructor by t Registrar for use in grade reporting.

Student Absence'

Whenever there is p;'(..,Ionged abse from class the instructor should
notify the Dean for Studies. stu ent should be kept onAhe'class
list unless official notification to e contrary is received.

Mi -term -Reports

Reports on students who a-e doing unsatisfactory work;.and the reason so
far as it is known, shoulid be filed with the Dean fdr*StUdies during' the
eighth week of the semester. Forms are available in the-RegiStrat's Office
and the Faculty Secretary's office.,

Self-scheduled Examinations,

Self-scheduled examinatl.ons, in courses where the instructordeems.,these
appropriate, will be administered ,by the Registrar during the Reading,
Evaluation; and Examinetion period. Copies 'of these examinations must
be in the Registrar's, Office by the precedingFriday; the Faculty Secretary
will prepare examira..ion questions gilidn to hera week i-n advance. Slue
books will be ready to wading at the close of the week.

Grades Due

All grates for all' cou,ses are ducyin the Registrar'S- Office on-the ,dates
specified in the .year:.d.icaleridat= (fan.2, May 15 for seniors,.. May 20)'.

it.Syllabi should indi7ate a doadiirir-for all course work that allows'-adequate
time for evaluation BiJor: E!. (he due date for gredes..,.It is important that
students' have this deadline-in writing at the beginning of the course..
For students who are completing the senior &valuation in the final semester
(students are encou:age: l '.6 complete the senior evaluation in the term prior
to the final term) , trCe date is.,April 2. Faculty should r6quire adherence
to this deadline to &tow sufficient time for evaluation and revision. Senior
-grades are due on May.15,0,

1 4
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Library Staff

THE LIBRARY,

Professional Librarians r

Catherine T. Tashjean, Director
Elizabeth C. O'Connor";112.S..J.,.Archivist
Stefania A. Koren, Reference Librarian
Phyllis R. Langley, Assistant Reference Libraelari-
Anita R. Lauer, Assistant Cataloger and .inter- Library Loan Librarian
Donna L. Nickerson, Cataloger a

Supportive Staff

Circulation Desk: Marie Buttrick, Ann Dixon, Philip Silverstein
Periodicals: Anita Greenbaum
Catalog Room: Emily Malloy, Beatrice Capecci.
Periodicals Room: Floral Hert, Regina Kane,., Phyllis Leeds
Administrative Assistant: Cecelia Van Tassel

Library Cards
.

- ...----

Faculty members use their library cards-to borrow books. Faculty are responsible
for all books charged in thdir name and are subject to the general borrowing and
.fine regulations: Conventional loans are for a four-week period.

Extended Loan

Books may be requested key- faculty for an extended loan period. Such books are due.
at the end-of the term Books must be returned to the Library in order to be renewed.
Books on extended loan are subject to regulations gOverning recalls if needed by

another reader,

Reserve Book Plan

At the request of faculty, books may be placed on Open or Closed Reserve. However,
if the clasS is small and/or there is a wide selection of books from which to choose,
it is preferable not to use the reserve system. Only highly selective material re-
quired of all students should be placed on reserve./
Procedure: A reserve card is used for each title. Forms ate available at the Circulation
1.1gsk. Submit completed cards to the Circulation Desk:

NOTE: One week is required for preparation and processing of
Reserve books. Requests are proctessed according to the date
submitted, Please do not assign books before expiration of .

the period required for handling requests.
27 --



*Book Selection

Faculty members are encouraged to order materials to be added to the library'
collection. Order slips may be, secured from the Reference and Circulation
Desks or the Acquisitions Departmerit. Notification is sent when books are
cataloged and.added to the collection.

Procedure:

1. Use order form provided by the library

2. Type or print all trade data, when available: author's
name in full, title,- date of publication, publisher, price.

3, Indicate department to be charged.
r-

4. Sign..

5. Direct to Mrs. Tashjean

NOTE: See secIon on the library in the Student Handbook for
full information concerning library resources.

3 3
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AUDIO-VISUAL MATERIALS

Portable audio-visual projection equipment is available for use by the
faculty. Equipment currently available includes:

Record players
Tape recorders
Movie projectors
Film loop projectors
Slide projectors
P.A. systems
Overhead projectors

mono-stereo
mono-stereo-cassette
16 m.m. 8 m.m.
8 m.m. Super 8

and Transparencies
Video-tape equipment
Maps
Slide-Sync Presentation Didi

Faculty who w sh to use this equipment should leave requisitions with Mr.
John Kanka, rownson Wing 9 and 10, extension 504 (8 a.m. to 4:00 p.m.)
Twenty-four ours notice is requested; equipment needed on Monday shall
be requested he preceding Friday: It will be appreciated if requests are
at least a week or more in advance. To aocommodate evening classes, a
student assistant will be available during the hours of 4:00 p.m. to 7:30 p. m.
Monday through Thursday when classes are in session.
Movie catalogs are available. All films are ordered through Mr. Karika and
approved by the Dean of Faculty. Ordering should be. made at least six
weeks in advance of the showing date.

COMPUTER

_S-
A computer terminal for acadeinic instruction, is housed in Brownson Wing, Room
10. These terminals are on line to the GE system and thus make available to
faculty and students' computer capability for advanced research as well as in-
structional purposes, Any faculty member who plans to use the computer
in conjunction either with research or course work should contact Mrs. Thompson,
extension 208.

d 4
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Textbooks

BOOKSTORE

Textbooks are ordered by requisition through the Manhattanville Bookstore,
ground floor of the Benziger Building. Mary Ann Koziola is the Bookstore
Manager. The Bookstore carries student textbooks, general bestsellers,
magazine's, general supplies, art supplies, stationery, and gifts. Requisi-
tion formi for textbook orders are available in the Bookstore.

Requisitions should be submitted by December 1 for.the spring semester,
by May 1 for the fall semester, and by April 1 for the - summer sessions.
Even if the course is being repeated and you playa to use the same text-
book as before, please submit requisitions to clarify your intentions.

Fill in estimated enrollment conservatively since certain publishers allow
only 20% returns on purchases during the year. If radical changes take place
in registration, please advise the Bookstore immediately.

We ask that you visit the Bookstore to discuss book orders as well as-to
look over existing stock. Often thopre may be a different edition of the
book requested that could be used, or books 'Suitable for the recommended
study lists. We have the latest editions.pf Books in Printr,Forthcoming
Books, and Paperback Books in Print. Everyone in the Bookstore is
available to assist you in any wa.y possible .and suggestions areixelcome.

Desk Copies

Desk copy forms are available in the Bookstore. Desk copies are to be ordered
directly fiom the publisher. Allow 5 weeks for delivery. In case the desk copies do
not arrive in time, the books may be obtained from the Bookstore. HoWever, these
books must be paid for. Full refund will be made upon p?esentation of receipt and
a copy of the book, within six weeks of start of term, provided the book is in
salable condition (i.c. unmarked by either professor or publisher).

The Bookstore will be happy to place special orders for single cloth books to
serve individual student and faculty needs. A $2.00 depolOit tpward the full
price is required for any special order.

35
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Faculty Secretary

SECRETARIAL AND DUPLICATING SERVICES

Secretarial assistance is available for the preparation of material and
correspondence related to course work and general College business.
Minutes of Meetings should be drafted in longhand or typed on ditto
stencils before being given to the Faculty Secretary. Work is completed
on a first-come, first- served basis; a week should be allowed for work.
to be completed.

_Mrs, Louise Vincent is the Faculty Secretary; she is assisted by Miss
Delia Variano. They ae located in the Brownson,Wing, center section,
extension 320. The office is open 9:00 a.m. to 4:30 p.m. Monday
through Friday. Aftef 4:30 p.m. material should be left in the locked'
locix outside Room 11 of Brownson Wing. To actommociete evening classes,
when College is in session, a student will be available in the Audio
Visual Room, extension 504 from .4:00 p.m. to 7:30 p.m. Monday through Thursday
to assist with audio-visual requests, x roxing and ditto work.

The faculy secretaries are not able to help with typing, eta. of a personal
nature. Faculty who need assistance in preparation of research, etc. may
Consult Mrs. Vincent for names of typists:available on affee basis.

Stationery, office supplies, and various
from t.1-1C Faculty Secretary.

forms used on campus -are'available

Graduate Schobl Correspondi.nce

1,etters of recommendation and recommendation forms related to graduate
school applications, te.11owships, grants, etc. are prepared by the Graduate
Studies Office. Mrs Patricia Kelleher is the secretary in this offiCe,
,)unders Room 59, extension 284, which is \open from 9:00 a.m. to 3:00 p.m.

Because of the heavy load on this office i' the Fall semester, letters of
recomme.ndaltion should be given to Mrs. elleher well in advance of their
due date.

Machine.!

Ditto and Thermcfax machines are available in Room 6, Brownson Wing, and
xerox in Room 11, Brownson Wing. Mimeograph and multilith machines

ore in the. Printing Office-, Reid Hall B20. Faculty may leave material to
ioe duplicated with the Secretary. Students' material will not be
acceptc.d.
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The erox machine is coin-operated. ,For course or college-related work faculty
may .btain a key froM Mr. Kanka, Room 9, Brownson Wing, from 8:00 a.m. to 4:00 p.m.
Mon y through Friday. When College is in session, a student will be available
from t 00 p.m. to 7;30 p M. to assist with xeroxing. Faculty are asked to sign for
the nu ber.of copies in Mr. Kanka's Office; the list will be tallied monthly by the
Busines ffice

F culty are reminded.that the Thermofax machine can make copies in quantity
from a xer x copy

Miscellaneo s

A type riter is available, for use of the faculty in Brownson wing.

Change a address or t lephone should b.E,Eiported proMptly to the Foculty
Secretary who wi notify othe College offices.

;If a faculty ember ca not meet a class, the Registrar's Office should.be
notified; it is not t provinc= of the Faculty Secretary to notify students. (See
Faculty absence, pg 17 )
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